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Introduction To Ames Webmail

What Webmail Is — And Isn’t

The Ames Webmail interface is a web browser accessible email interface that allows users to access their Ames email
accounts from anywhere in the world, without compromising security. Webmail is not intended to replace onsite email
clients, such as Eudora, or VPN account functions.

Webmail Vacation Messages

Webmail users can create and enable vacation messages that will automatically be sent in reply to all incoming messages.
Please refer to page 8 to learn how to create and enable a vacation message.

A Note to First Time Users

First time users are often surprised to find few or no emails in their inboxes when using Webmail. By default, most
Eudora clients installed at Ames are configured to remove email from the mail server and copy it to the user’s desktop
computer for viewing, sorting and processing. Remember, Webmail is unable to access the contents of your Eudora
inbox on your desktop computer -- it can only access the email that is on the server. You may choose to reconfigure your
Eudora to keep a copy of each email on the server for a week, so you can access it in Webmail during this time. This is
especially important if you plan on using both interfaces or are planning to use Webmail from another site. Please refer to
the last page of this document for more details.

Webmail Security

Basic Webmail session security supports 128-bit encryption. This is much more secure than most “https” sites, which
only support 40-bit encryption.

Recommended Web Browsers

Internet Explorer 5.0 or newer
Netscape 6 or newer
Safari

Bare Minimum: Frames-compatible browser with JavaScript turned on, and 128-bit encryption

Webmail Skins

The current release of Webmail lets you choose between two different “skins”. These skins provide the “look and feel” of
Webmail, such as the placement of navigation links and the display of email messages. The original skin, which is
referred to in Settings as “Basic”, is the default. The new skin is called “Preview”. Both skins have very similar
functionality. The main difference is their appearance.

The Settings link lets you choose the skin you want to use.

All sample screens in this document (except for those in the section titled “Preview Skin) show the “Basic” skin. When
the “Preview” skin looks or works significantly different than the “Basic” skin, a “Skin Note” is provided in the
instructions. For more information about the “Preview” skin and how it differs from the “Basic” skin, see the section
“Preview Skin” on page 18.

Using Webmail

Webmail Interface Login Page

Launch a web browser and go to: https://mail.arc.nasa.gov. It is important to make sure you have put the “s” after http. If
you neglect to use https you will be unable to get to the Webmail site. Use your regular Ames email Login and Password
to log into the Webmail interface:



NATIONAL AERONAUTICS

*  AND SPACE ADMINISTRATION

AMES RESEARCH CENTER

E=4 email

Welcome

WWARNINGI This is a US Gavernment computer. This system is for the use of authorized

users only. By accessing and using the computer system you are consenting o system
including the of L s 0f, OF ACCess 1o, this

computer systern may subject you to disciplinary action and eriminal progecution.

Login: | Password:

Call the Help Desk at 4-2000 if you have problems logging on.

Inbox Folder

The Inbox folder is the first page you should see, upon login.

Sample Inbox Folder

NASA NATIONAL AERONAUTICS
5 AND SPACE ADMINISTRATION

Mavigation >> C

Folders [Add] InBox

QTM Displaying 1 - 20, in lots of Iﬂ of T16 mesages

& Inpox [Daletz Chacked ] | [Mark Read | [Mark Unread ) [Unflag | |

2 sent [V Status Received [&] From

EEM Il 2000531 13-Dec-02 xa8wc] 3701 9646@mail arc nasa gov

& Contacts - 20:05:31 13-Dec-02 %381 371019646 @mail arc nasa gov

My Folders: - 20:18:04 13-Dec-02 3386071 Th24682@mail.arc.nasa.gov

- 20:18:04 13-Dec-02 ya: Th24652@mail. arc.nasa.gov

Total used: 143K of 10 Il 2003257 13-Dec-02 1417545251 7543 dlare nasa.qoy

AHMES RESEARCH GENTER

B2 email

Reportbugs | Settings | Log Out

[Search | [= Pravious | [Naxt| =]

I-selam mailbox- ¥

Subject Size
This "Special Notice" is from NASA Headguarters 4625
This "Special Notice" is from NASA Headguarters 4625
Ray O'Brien, Chief, Customer Support Branch 1799
Ray C'Brien, Chiet, Customer Support Branch 1799
Certervide E-mail 1510

/

To delete messages, check the box(es) to the
left of message(s) that you wish to delete, and
click the “Delete Checked” button.

To read a message, click on the
underlined link in the “Received”
column.

Caution: If you delete messages using Webmail, you will delete them from the Ames mail server, and you will not be able to
recover them using Webmail, or your onsite email client such as Eudora. Once you delete a message in Webmail it is
permanently deleted from the mail server.



Read Message
Default Basic Style Skin

MATIONAL AERONAUTICS AMES HESEAR.CH CENTER
AND SPACE ADMINISTRATION M email
Navigation => Repott bugs Log Qut
Folders [Add) Read Message
8 Drats (Mext Unraad | =) (Reply Al ] [Forward | IW |
& InBox

This Message is not flagged [W Elag as important | Cloze as Unread]

Add Emai ! Contacts
B2 sent From: =14175x45¢517843@mail arc.nasa.qovs
B Trash Subject: Centerwfde E-mail &
% Date: Fri, 12 Decf2002 21:32:35 -0700
Contacts To: =Recipient ligt suppresseds=
My Folders: T0: Resident jraff

FROM: Ann Huychiszon, Acting Chief, Public Affairs 0ffice
Tetai usent G4 OTI00M oppeT: Cofrerwide E-nail

Because mayy people will be taking leave Christmas week (Dec. 23-
be sure to submit your centerwide E-mail requests by
18, Otherwisze, the nessages nay not go out until Dec.

nessage | please redirect it for processing and distribution to:
centerwidefuail, arc.nasa. gov

would like to respond to this mewo electronically, you may do
50 byl double-clicking the following: mailte:Ruth.E Collinsi@nasa.qoy

| / /
To reply to a message, click the To print a message, click on the “Print” link.
“Reply” or “Reply to All” button. After reading a message, you can return to the

Inbox page by clicking on the Inbox link, or by
using your browser’s ‘iback” button.

Preview Style Skin

NATIONAL AERONALTICS AMES RESEARCH CENTER
AND SPACE ADMINISTRATION

B email

Arclib InsideNASA
Navigation INBOX Displaying [5 v |of 1473\ messages [ |
Check Your Mail
Compose [Delete Chicked | [Mark Read | [Mark Unread | 3
Filters
Set Wacation Message 02-Nov-06 §:02:37PM

Centerwide Announcement

Report bugs

Case JTHDOOOOO182:
B Trash [Empty)

B Ames Calendar

Case JTHDOOOOO1E52"
& contarts ' : ' -
Used: 21M of 100M

ARSystem

Case JTHDOOOOO182:
ARSystem

Lirnited Road Access, &
= M \ 02-Nov-06 7:54:48PM  ARSystern Case JTHDOOOOO182:
Settings
Log Out B 4:44:11PM_ ARSystemn Case JTHDOOOOO1E2:

Folders [Add] D ARSystem Case JTHDOOOOO1E2:
Drafts B ARSystem Zase JTHDOOOOO152:
& INBOX fy ARSystermn
% Sent @ "
i

lopooooooO

Y
Q pead | &b Print | Add Email to Contacts 2

From: Centerwide\Announcement < CenterWide@arcwmail.arc.nasa.gov >
Subject: Limited Rbad Access, Traffic Congestion at Main Gate (@
Date: Thu, 02 Mow X006 20:01:45 -0800
To: (Recipient list suppressed)
Tn: Reaident. Staff
|[Ne><t Unread | = |[Repl

[Reply allJ[ Forward || Delete Checked |

Skin Note: If you’re using the “Preview” skin, the content of the selected message appears below the Inbox, rather than in
place of the Inbox. An example of the “preview skin” style is presented above.



Note: Webmail and your desktop email client are completely separate programs. A reply message you send or a new message
you send from the Webmail interface will not show up in your on-site email client (e.g., Eudora) outbox. To ensure that you
can access your Webmail sent messages using your onsite email client, it is recommended that you cc your own email address
when replying via the Webmail interface.

Hint: Click the “Add Email to Contacts” link on the “Read Message” page to add the sender’s email address to your Contacts
folder. If this feature does not work for you, follow the procedures on page 11 for setting your default Contacts folder. After
setting your default Contacts folder, you must log out and then log back in, to enable this feature.

Compose a Message

To compose a new message, click the “Compose” link in the black header bar. If you are using the “Preview Skin” the
compose button appears on the left side.efthe window under the” Navigation” header.

AHES RESEARCH CENTER

NASA  NATIONAL AERONAUTICS

*  AND SPACE ADMINISTRATION =4 email

Navigation >> -0 3 | Filters

po Message ({150-2859-1 format )
Falders lac)
Draft

EF als From:  SamplelUser@mail arc.nasagov
&3 InBox To: I
@Sent ce- I
58 Trash [Empty

Bee: [
& contacts

Subject: |

My Folders:
SpellCheck | 7 wotity when Delivered [ Moty when Read ¥ Save copyin: Sent [ Send as HTHML

2 sPam
B
Total used: 5552H of 100M
E
Aftachments:
Browse.. Browse..
Browse Browise:
Browse. Browse.

E

Attaching Files

Click on the “Browse” buttons at the bottom of the page to brows3e for files you wish to attach. Click on the “Open
Address Book” to access your stored email addresses, and add themg the “To”, “Cc” or “Bcc” text boxes. Click on the
“Send” or “Reset” links to perform the desired operation.

Check Spelling

After completing the composition of an email, you can check spelling by clicking the SpellCheck button located just
below the Subject header of your email. When this button is clicked, a pop-up window of your text will appear. This
window will contain the body of your text, and for each misspelled word, a pull-down menu will be available. Each menu
will contain suggestions for the misspelled word. Select the appropriate word in the menu, and click on the Finish
Checking button when complete. The pop-up window will close, and the corrected text will appear in the body of your
email.



/% Text Checked - Microsoft Intemet Explarer mE ||
Verify Spell Check

Drop the boxes below down to choose a suggested
replacement, keep your original, or choose "--Manually Fix--"
and then "Check Again" if none of the suggestions fit what
you intended. A text box appears if no suggestions were
found. Retype the word, and try again.

The |dipoasid =l was no good. ‘
dipoasid

--Manually Fix-- ~f3in Finish Checking

denosad
Siniom k to the previous page.
disposed

topside

dipody

biopsied =
deposits

diseased i

Find An Email Address

On the Compose page, there is a link labeled Search The Server.

& NATIONAL AERONAUTICS AHES RESEAR_CH CENTER
g B email

*0%  AND SPACE ADMINISTRATION

Report bui 5 | Log Out

Nawvigation > CheckYour Mail | Compose | Filters

FhlBersiAdE Fiompzse a Mggggge .(ISO-SBSEM format)
&7 Dras eniish .3 NORECRSAEIlIAL
@ \nBax From:  SamplelUser@nasagov
& cenl To: [
G Trash Ce: |
& address Book HEES I

Total uscd: 16M of 40 Subject: |

I natify when Delivered [~ Natifywhen Read W Save copy in: draft [ Send as HTML
|

This feature will allow you to search for users with email accounts on the mail.arc.nasa.gov server. When you click on the
“Search The Server link”, a pop-up window will appear. Select and enter the criteria you wish to search for and click on the
Search button. The results of the search will appear in the window. This feature will only search for users of the

mail.arc.nasa.gov email service.

3 Search the Mail Server [this windows closes after 2 minutes) - Microsoft Internet Explorer M= E3

‘I
Displaylﬁﬂ "Irecords 1 names found Search |
Find;lmail vl IContains ;l ICemerwide Refine |

RealHame mail
Account for Pub Affairs centervide@are hasa.qoy | Cc | Bee




Sent Folder

To view messages you have sent using your Webmail interface, click the “Sent” link that is directly below the “Inbox” link.

Sample Sent Folder

AHES RESEARCH CENTER

NASA  NATIONAL AERONAUTICS

AND SPACE ADMINISTRATION = email
Navigation =» C mail | Co Repaort bug 5 | Log Out
Folders [Add] Sent
@Draﬂs Displzyiner ¥ | of Omesages
2 InBox (Delte Chacked ) || (Wark Resd ) (Mark Unresd ] | ||—_[_se‘wma.mx_ =
Sent

& gen [7 Status Received [¥] To Subiect Size
Trash

EEC o (Dalet= Checked]‘ [Wark Resd ] (Mark Unresd ) | ||—_[_se‘wma.mx_ =
ontacts

My Folders:

Using the features of the “Sent” folder, you can delete, flag, move or copy messages, as desired.

Reminder: Messages sent via the Webmail interface will not appear in your on-site email client outbox. We recommend that
you cc your own email address if you wish to view messages sent by Webmail, using your on-site email client.

Create New Folder

To create a new folder, click on the “Add” link next to the “Folders” heading.

Folders [Add]
&4 Dratts

& InBox

& sent

G Trash

& contacts

My Folders:

You may create new folders, as desired. “Mailbox type” options can be set to “Mailbox” or “Address Book” in the “Mailbox
type” pull-down menu. Folders created by the user using the Webmail interface will not be created on the user’s on-site email
client. To delete a folder created using the Webmail interface, open the folder in question and click on the “Options” link to
the right of the folder name. In the “Options” window, the user may delete or rename folders he or she has created.

Sample Create New Folder Image

Create new Mailbox

Mailbox name

EX

Mailbax type

IMaiIbnx vl

Create




Your new folder link will appear beneath the “My Folders” heading.

Folders [Add]
&5 Drans

& InBox

& Sent

G Trash

& Contacts

My Folders:
B3 sPam

Setting a VVacation Message

Ames Webmail users can set up their own vacation message that will automatically be sent in reply to all incoming messages.
Click on the “Set Vacation Message” link in the navigation header bar.

Skin Note: If you’re using the “Preview” skin, click the “Set Vacation Message” link that’s listed under “Navigation” on the
left side of your screen. See “Preview Skin” on page 18 for more information.

o AMES RESEARCH CENTER
Ml‘a}ﬁ MATIONAL AERONAUTICS o 0
AZ AND SPACE ADMINISTRATION BN email
Mavigation == Ct ur Mail | Compose | Filters j=1= ion b e zeport bugs | Settings | Log Out
Folders [Add] VVacation Message
GF Drats @ Wacation Message
-~ Enable \.-'acatic-n
L= L =[w) Messagel
%Sent Message Text: ;I

& Trash
& contacts
/N =
My Folders:
23 test '

1. Check the “Enable Vacation Message” box and input the text of your vacation message in the Message Text box.

2. Click the “Save” button at the bottom of the page. Webmail keeps track of who has already received your vacation message,
so senders will only receive one copy.

Turning Off a Vacation Message

To deactivate your vacation message when it is no longer needed, uncheck the “Enable Vacation Message” box, and click the
Save button at the bottom of the page. Unless you delete it, your vacation message text is saved for future use.



Password Modification

Click on the Settings link. At the top of the Settings page is a “Password” tab that opens the Password Editor page. If you are
using the “Preview Skin” the “Settings” option will be under “Navigation” on the left side of the page. When you click
“Settings” the word “Password” will appear below “Settings” Click “Password”.

Sample Password Modification Page

AKMES RESEARCH CENTER

N\H . NATIONAL AERONAUTICS .
’\sf‘ AND SPACE ADMINISTRATION B4 email
Navigation >> Ch ur Mail | s | Seftings
Foli add] General Contacts Password Yacation Messane
olders
(B Drafts S
— Password Modification
&5 InBox
e Old Password I
Sent
%T_h Mews Password I
ras
© conats Reenter MNew Pagsword I
o

My Folders: _fyI
22 spam

To update your password, enter your current password, enter your new password twice, as requested, and then click the Save
button. Use the password naming rules you learned in your SOLAR training.

Note: Changing your password using the Webmail interface will change your password on the Ames production email server.
You will need to use your new password when accessing your on-site email client. See the last page of this document for
instructions for changing your Eudora password.

Log Out
To log out, click the “log out” link in the far right corner of the navigation header bar.
Skin Note: If you’re using the “Preview” skin, the Log Out link is under Navigation on the left side of your screen.

The following screen will appear.

AHES RESEARCH CENTER

NasA  NATIONAL AERONAUTICS
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You Have Successfully Logged Out

In five seconds you will be returned to the lodin page..
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Configuring Your Webmail Interface

When you log in, your Inbox folder should appear. Before you start using your Webmail, it is recommended that you
configure the Webmail interface as follows:

Creating a Contacts Folder

The Webmail Interface does not have a default contacts folder. You must create one. To create a contacts folder, click the
“Add” link next to the “Folders” header.

Folders [Add]
G Drafts
@ InBox

B gent
&g Trash

Next, type the name of the contacts folder you wish to create. Select the “Address Book” value in the “Mailbox type” pop-up
menu, and click the “Create” link.

Create new Mailbox

Mailbox name

Contacts

Mailbox type

Create

A new Contacts link will appear at the bottom of your folder list. Folders created by the user using the Webmail interface will
not be created on the user’s on-site email client. To delete a folder created using the Webmail interface, open the folder in
question and click on the “Options” link to the right of the folder name. On the “Options” page, the user may delete or rename
folders he or she has created.

o AKWES RESEARCH CENTER
NI\A\QYQ NATIONAL AERONAUTICS e g

AHY  AND SPACE ADMINISTRATION EES email
HNavigation >> Checkfour Mail | Compose | Fillers Eeport bugs | Seftings | Log Out
Folders [Add] Contacts (options
@Draﬂs Add MWew Contact | Create Email Group
& InBox Dislaying [0~ ] of0 mesages [search ll <! Previous J Nesxt 1> |
£ sent ¥ Status Name [¥] Email

[Send & Message to Selectad People]

& Confacis

My Folders:

Setting Your Default Contacts Folder

To set your new Contacts folder as your default location to store addresses and contact information, click on the “Settings” link
near the upper right corner of the black navigation header bar. There are four tabs near the top of the Settings page. Click on
the “Contacts” link.

Skin Note: Preview Skin users will find the “Settings” link under “Navigation” on the left side of the page. “Contacts” will
appear when you click on “Settings” in the Preview Skin.

11



Sample Default Address Books and Mailboxes Page

-~ AMWES RESEARCH CENTER
Nasa NATIONAL AERONAUTICS ;
A3 IND SPACE ADMINISTRATION S email

Navigation >> Cl

Password
Folders [Add]
GF Dratts
4 Default Address Books and Mailboxes
&4 InBox
Default Address Book: |Cortacts x
& gent
Default Gantacts Mailhox: [defaut{Contacts) =
B Trash Directory Address Books
& Contacts Name Search Base
My Folders: [ty Domain [odomaing
3 sFant [

Use the pull-down menus to set your newly created Contacts folder as your Default Address Book and “default (Contacts)” as
your Default Contacts Mailbox. Click the “Save” button.

Adding New Contacts
Users can manually enter email addresses to use with Ames Webmail.

Shortcut: When using the Webmail interface, you may also click the “Add Email to Contacts” link on any “Read Message”
page to add a sender’s email address to your address book folder. (See “Read Message” section on pages 9 and 10.) However,
the user must log out after setting the above default, and then log back in for this feature to work.

To add new contacts manually, click on your newly created Contacts link, then click on the “Add New Contact” link. The
following page will appear. Include at least the name and email address of your new contact on this page. Click the links as
necessary for “Save” if you only plan to make one entry. Click “Save and New” if you plan to make another entry. Click
“Reset” to clear the page.
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Sample Add New Contact Page

NAEA NATIONAL AERONAUTICS

-+ 35 AND SPACE ADMINISTRATION

Navigation >> Cl

Edit Contact
Folders [Add)

GF Dratts Contact Details
& nBox

€ gent

G Trash

& Contacts

My Folders:

Narme for this Contact: [

Email Addresses:

Motes:

AWES RESEARCH CENTER

B2 email

Total used: 143K of 100M
Full Hame

Te [
Firstharne: [
Middle Narne (or Initial): l—
Last FamibyName: [
sume [

Address Details

poBoc]
Street; l—
sute: [
oy
Region, State or Precinct [ |
Postal Code: [
couney: [
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Webmail Settings Pages

You can tune the Webmail interface by modifying the configuration of the “Settings” pages. The Settings pages contain
options that customize mailboxes, mailbox browsing, message browsing, and message composing. They also contain generic
settings for:

e  Security options used to protect your Webmail sessions
e  Character set options
e  Trash management

Sample Settings Page, “General” Tab Selected

=
i NATIONAL AERONAUTICS ¢
asa AND SPACE ADMINISTRATION E={ email

AHES RESEARCH CENTER

Nawvigation »> Ch Mail | Co e | Filters 1Ep s | Log Out

General Caontacts Passward Wacation Message
Folders [Add

o

Default Mailboxes

& Inbox
% Save Sent Messages in: |defaut(Sent) |+

Sent
Store Draft Messages in: |default(Dratts) =

@ Trash
Cefault Motes Mailboe | defautt(fotes) *

& Contacts

Display all Account Mailboxes: | default(vES) vl

My Folders: Mailbox Viewer

&1 sram Display: |defaul(20) x| messages For dlalup users, we recommend that “Refresh"

Refresh every: [T0mindes |~ [ mmm— .
U rates be set to 5 minutes or greater.

Fields: ¢ gtatus

& Received
From

© Subject

 size

Reverse Sort order: [aeraul(vEs) 7]

Use Message Charset: | default(roy vl
Show HTML: |default(inline)
Send Read Receipts: |defaul(&utomatically)

Signature ;I

Total used, 935k of 100M

(Field ta Sort on is shown in Bald)

Message Viewer

Message Composer

From Address: [User k" <xuseri@arc nasa gov=
Reply Header: & default: (On ATAN AF wrote)
("T=bme, "F=sencier, "N=new jing)

Reply Guoting: & default (=)
("T=tme, "F=sender, "N=new line)

Mime Encode Headers: IWI
Text Columns: IW
Auto Wrap: lm
SIMIME Encryption Methodt: [detauttRcd 12amt v

Message Delete Method: lm
Trash mailbox IW
Keep Message Received Time: IW
On Logout, rermove from Trash if older than: W

Preferred Character Set: | defautgévestern European (1500) *
Use Unicode (UTF-8) for: | detault(Mathing) hd

Trash Management

Text Encoding
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Trash Management

The Settings page also allows you to specify how the delete operations are handled:

Trash Management

Message Delete Method: lm
Trash mailbox: lm
Keep Message Received Time: IW
On Logout, remave from Trash if older than: [defeut(92 days) 7]

Message Delete Method
Set this option to “Immediately” if you want to permanently remove a message when you click the Delete link or button.
Set this option to “Move To Trash” if you want to move deleted messages to the special Trash mailbox, so they can be
recovered from there. Set this option to “Mark” if you want the Delete operation to mark messages as "deleted", without
actually removing them. Then you can use the “Purge Deleted” operation to remove all mailbox messages marked as
Deleted. The remaining options can be used when the “Move To Trash” method is selected.

Trash Mailbox
This setting allows you to specify the mailbox to be used as Trash. If you access your account with some other mailer
that uses a Trash mailbox, too, you may want to configure the Webmail interface to use the same mailbox as Trash. For
example, the Microsoft Outlook client uses the Deleted Items mailbox as a Trash mailbox.

Keep Message Received Time
If this option is enabled, then messages moved to Trash keep the Received ("Internal™) time attribute that shows the time
when the message was received. If this option is disabled, the Received time attribute for messages moved to the Trash is
changed to the time when they were moved. This option has an effect on the next option.

On Logout Remove from Trash if Older than
When you log out of the Webmail interface, the system checks the Received date of the messages in the Trash mailbox,
and removes all messages older than the specified period of time. Depending on the Keep Message Received Time

option value, it allows you to keep only recent messages in the Trash, or to keep only recently deleted messages in the
Trash.

Setting a Filter (optional, for advanced users)

Click on the “Filters” link in the navigation header bar.

AMES RESEARCH CENTER

~
K‘lﬁﬁ NATIONAL AERONAUTICS

*  AND SPACE ADMINISTRATION B email

MNavigation >> C

Folders [Add]

GF Drafls Rule Name Priority Delete
&3 InBox | [ = Edit Rule r

& sent

%m Create new Rule

% contarts Rule name: l—

My Folders:

@ sPam

Total usgd: 935K of 100M
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Create New Rules

The “Create New Rule” section (see above image) allows you to define a variety of rules to filter incoming messages. First
enter the name of your new rule in the Rule Name field and press Create. Your new rule appears in the list with a default
priority of 5. Click on the Edit button to set up conditions and actions for your rule.

Rule Conditions

Each Rule can have zero, one, or several conditions. The conditions are checked in the same order they are specified. If a
message meets all the Rule conditions, the Rule actions are performed.

The condition operations “is” and “is not” process their parameters as "pictures"”. The asterisk (*) symbols in parameters are
processed as wildcards that match zero or more symbols in the tested string. To check that a string contains the @thatdomain
substring, the is *@thatdomain* operation should be used, and to check that a string does not end with the somedomain.com
substring, the is not *somedomain.com operation should be used.

Sample SPAM Rule

AHES RESEARCH CENTER

NASA  NATIONAL AERONAUTICS

AND SPACE ADMINISTRATION B2 email

Navigation »> CheckY C =8 ilters "eport bugs | Settings | Log Qut

Folders [Add]

§7 Drafis If the all following are true...
& nbox |is LI |From LI |VH1 comt
% Sent
B8 Trash Mote: "' can be used as a wildcard. An example of this would be if
you wanted to filter the CenterWide emails you would select"is",
& Contacts select "from” and type "Centerdide™
My Folders:
Then...
Total used: B143K of 100M Maove the message to: ITrash Can 'I

You may set “is” and “is not” rules for the following categories: From, To, Cc or Subject.

You then have the option of moving messages that meet the parameters of your rules to existing folders, or to a folder you
create yourself (e.g., SPAM Folder).

Then...

move the messagetu:l "l

Trazh Can
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Eudora To Leave Messages On the Email Server For One Week

To configure your Eudora client to leave messages on the mail server for one week, launch Eudora, click on the “Tools” menu
and select “Options” as show below.

& Eudora

File Edit Malbox Message Transfer Specf “Yindow Help

. =TS
E@E Filter Rgport

b ailboxes
File Browser
Stationeny
Signatures
Personalities

480415641K/4188K | 4

Task Status —

Tao: (Recipient list suppressed) sl Eiae

Subject: Recent Centerwide Announceme

i Addiess Book Chil+L
TO: Resident Staff Directory Services  Chil+y
FROM:  David Morse, Chief, Public& | History
SUBJECT: Recent Centerwide A -

Statistics
The following is a list of the most recent ,&% ESP Gioups Erts:
« Career Opportunities Bulletin, Apri
o Ames Calendar Serice Qutage. T| o, to 10 pom, - Fri Aor 16, 2004

In the Options menu, click on the “Incoming Mail” icon in the column to the left. Enable “Leave mail on server” and set
Eudora to delete your mail from the server after 7 days.

Categony:

»

Getting Started

Server configuration: & POP ) |MAP

v Leave mail on s
[ ¢ !V Delete fram server after I? day(s]

V¥ Delete from server when smphed ram 1 rash
[~ Skip messages aver |4U K. in size

[~ Offline
Sending Mail Authentication style:
EE: & Pazsponds " Kerberos

Composing Mail " APOP " BPA

r@\ LI oK I Cancel |

Note: Do not leave your mail on the mail server for more than 7 days.
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Changing Your Eudora Password

After changing your email password using Webmail, you should also change the password stored by your on-site Eudora client
if you have Eudora set up to “Save Password”. Note: If you manually enter the password each time you use Eudora you may
skip this step. To do this, launch Eudora, click on the “Special” tab as pictured below, and select “Change Password” from the
drop-down menu. Eudora will then allow you to enter your correct password.

&7 Eudora M=l

File Edit Mailbox Meszage Transzfer ESleceCIM Tool: ‘wWindow Help

HI Filter Messages Crl+
ﬁ £ 7 [ Make Fiter

Make Addresz Book Entmy...  Clrl+k,

Add a2z Hecipient
Bemove Recipient 3

Empty Trazh
Compact Mailboxes

1t eriIoe
450315625k 4158k [«] |

To: (Recipient list suppressed) Forget Passward(s]
Subject: Recent Centerwide Anno JEEE ord...

T0: Resident Staff Meszage Plug-ins Settings...

Preview Skin Addendum

The “Preview” skin is a new skin that is available with the latest release of Webmail. It matches the functionality of the
“Basic” skin; however, its appearance is different. The intent of this skin is to provide a “look and feel” that is similar to that of
client email applications, such as Eudora and Exchange. Also, the “Preview” skin includes some additional features to help
make Webmail more useful.

Navigation Links

The navigation links for the “Preview” skin appear on the left side of the screen, rather than along bottom of the banner. This
design provides access to additional services, such as InsideAmes, which appear along the bottom of the banner.

Navigation
Check Your Mail
Compaose
Filters
Set Vacation Message
Report bugs
Settings
Log Out

Inbox and Viewing Messages
The “Preview” skin shows both the list of messages in a folder (e.g., Inbox, Sent, Drafts) and the selected message at the same

time. The message text appears in a frame below the list of messages. This design allows you to browse through email
messages faster since you don’t have to return to a separate folder window in order to open another message.
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J;\'gl,

Navigation
Check Your Mail

INBOX

NATIONAL AERONAUTICS
AND SPAGE ADMINISTRATION

insideAmes

Displaying 1 - 20, in lots of | 20 :!of 355 mesages

[Delete Checked] [Mark Read ] [Mark Unread] Flag I Unflag I

AMES RESEARCH CENTER

B4 email

WebMail Arclib

Inside MASA

[Eearch |

[{ Previous ] [Next }]

Compose [:]

Eilters 1

Set Vacation Message [ 31-Mar-05 9:34:09PM Mike Hacker Test plan emails 4736

Report bugs ; , ) ] .

Settings g 31-Mar-05 8:02:53PM Centerwide Announcement Esg‘smii;il iorg.lfersatlon with Congrassignal 2238

Log Out O 31-Mar-05 6:48:37PM visit_reguest@mail.arc.nasa.gov  Visit Request Confirmation Email 2812
Folders [Add] O 31-Mar-05 4:27:48PM visit_reguest@mail.arc.nasa.gov  Visit Request Confirmation Email 2777

& %X 1 O 31-Mar-05 3:47:28PM visit_request@mail.arc.nasa.gov  Visit Request Confirmation Email 2900

(1)o
% Sent @ O f 31-Mar-05 3:46:46PM Susan DeKom Mew Employee 2423
- — . . . . .
E'n—ash (3) [Empty] = 31-Mar-05 3:45:12PM visit_reguest@mail.arc.nasa.gov  Visit Sponsor 3371 L
ﬁ) Ames Calendar O 31-Mar-05 3:17:54PM visit_request@mail.arc.nasa.gov  Visit Request Confirmation Email 3013 &

& Contacts r

@3 Test Q Read | & Print | Add Email to Contacts |7

[ % Flag as important | & Set as Unread ]
Used: 5223K of 100M

From: Centerwide Announcement =CenterWide@arcwmail.arc.nasa.gov>
Subject: Reminder: Conversation with Congressional Reps, April 4, 9:30 a.m. i
Date: Thu, 31 Mar 2005 20:01:34 -0800
To: (Recipient list suppressed)

TO: Resident Staff

FROM: G. Scott Hubbard, Center Director
SUBJECT: Reminder: Conversation with Congressional Reps, April 4, 9:30 a.m.
I am very pleased to announce that on Monday, April 4th, MASA BAmes will host Rep.

Anne Eshoo (14th District), U.S. Rep. Mike Honda (15th District), and Rep. Zoe Lofgren .
(16th District). They would like toc have a discussion concerning the cn-going MASA 4

Set Vacation Message

With the “Preview” skin, you can set your vacation message using the “Set Vacation Message” link under “Navigation”. This
design provides easier access to the screen for setting your vacation message.

Automatic Save

The “Preview” skin has is additional feature for automatically saving your partially written e-mail messages. If you start
writing an email but haven’t saved or sent it in 20 minutes, your email message is automatically saved in your Drafts folder.

This feature provides greater assurance that partially completed emails won’t be lost if you are interrupted while composing an
email message.

New Folders
The Ames Calendar is available in the “Preview Skin”. It appears as a link under “Folders”. Also, rather than having separate

lists of folders for those that come automatically with Webmail and those that you add to Webmail, all folders appear together
under the “Folders” heading on the left side of the screen.
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Switching to the “Preview” Skin

To change to the “Preview” skin, click the Settings link and select “Preview” as the Preferred Skin setting. Then click the
“Save” button.

Default Mailboxes

Save Sent Messages in: | default{Sent) :]
Store Draft Messages in: [ defaultiDraftst & ]
I '

For Further Information

For assistance with the Webmail interface or with any other questions regarding e-mail, please call the Ames Helpdesk at 650-
604-2000.
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